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APPLICATION FOR RECORDS RETENTION SCHEDULE 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

OFFICE OF ADMINISTRATIVE SERVICES 
RECORDS MANAGEMENT UNIT 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. WOW - (404) 6564976 GIST: 2214983 T:ES Application Number A N O ~ & O R V  

a Depar tment  of Human Resources 
on of Mental  Health & Mental  R e t a r d .  78-2b2-78- Zb6 9-27-78 a .  R e t a r d a t i o n  Center ~ ~~ 

Date Received Date Completed 

I NOV 1 3  1978 
770 N. Peachtree Rd.,  N.E. pplimtion Number 

~~~ ____ DHR 91-95 a n t a ,  Ga. 30341 .____._I__~ 
Working Title Telephone Number Person to Contact 

RMO Designee 393-7247 ~ _ _ _ _ _ _ _ _  B i l l  Arthur 
__-= 

Action Requested 
a. BJ Establish Retention Schedule; recard will continue to accumulate. 
b. 0 Dispor of present Mcumubtion; no further accumulation anticipated. 
c. OAmend Application No. - Checkone: 0 Change; Supercede; 0 Void 

-_ -. - 
I- . D m c  of Wier  1 S. Records Series Title #ol/owd by title u r ~ d  in office: if differ8rIt) 

I See A t t a c h e d  L i s t i n g  arlinn Lmst 

I 
I I . Division and Off- Function 

"he Div2sion of Mental Health and Mental R e t a r d a t i o n  a d m i n i s t e r s  the programs for mental 
i e a l t h ,  men ta l  r e t a r d a t i o n  and other deve lopmen ta l  d i s a b i l i t i e s ;  alcohol and d r u g  a b u s e ;  
ind conducts t r a i n i n g  and r e s e a r c h .  T h i s  division i s  a l s o  concerned w i t h  community &rental 
i e a l t h  and the a d m i n i s t r a t i o n  of the s t a t e  men ta l  h o s p i t a l s ;  and r e h a b i l i t a t i o n  and retar- 
l a t i o n  centers S t a t e w i d e .  

itate Reg iona l  H o s p i t a l s / I n s t i t u t i o n s  and Medical  Centers h a v e  the r e s p o n s i b i l i t y  t o  p r o v i d e  
nenta l  h e a l t h  services for  the p e o p l e  i n  i t s  g e o g r a p h i c  a r e a  of r e s p o n s i b i l i t y ;  t o  c o n d u c t  
! r a i n i n g  and education for persons i n  v a r i o u s  men ta l  h e a l t h  d i s c i p l i n e s ;  and t o  c a r r y  o u t  
r e search  w i t h  the objective of d e t e r m i n i n g  the c a u s e s  and possible cures of mental illness. 

W b t  Is  the function of the Division and the office in which t h i s  record rr ier is created? 

-_ -_ ___- I__- . Records Series D.lcriptbn This f i b  contains the following documents /include form numben n d  tW8& i f  mvl: Attach samples of the file. 

Documents nleting to: 
See Attached L i s t i n g  

Included an: 

File IS rrranged: 

I. Monthly Referenm Rate How often are reaords referred to which an:  
One to six months old ; Sown to twelve months old ; Thirteen to twentyfour months old -I ; 
twentpfive months and older 7 ___ _- - -- - #. Annual Rate of Accumulation or Records 

% I '.. 
kter-dze drawers -_- ; Lqal-rize drawers _. __ ; Shelves - ; Other I W f y ]  

(OW) 

. 
' I  



I f,. Isthirtheofficialcopyof~err&r? 
, , If not h e r e  b it7 

i 

-- 
' ' .& Is the infor-pthm enpined,in th is  arks .ver analyzed and/or m r d e d  in a wmmarized report? 

h. Isthwg~aduplicetionof tbiseriecinyouroffim,or i nmth_ero f f i o fegew? 

1. Irthkarim & a m l o r m t i o n  of it) muierlv microfilmed? 

w w, mch ODPV. 

~ _ _  
, ,.... - 

' I 1. b o s h  nmrd e r i e r  result in a computer printout? 

a. $ate Law veers. 
b. Statute of lhlultion wars. 
L FedenlIm ~- yeerr. 

d. Auditprlod yearr. 
e. Administrative need years. 

f. Federal mentlon Instructions YcIv+ 

, A& CODY or axarpt of h u  or nOulationr Explain adminiscratiw n&. 

.~ . -  

2 Appiojed Dirporition Insirunions Thh W n i  nmm&nds that tha fils wriei be cut off at the end of each: 

then; 
. .  . .. - .  _. 

. .  OCalendar Yeu: OFiscal Ynr; mother --- 
0 in th.cuyent f ikr atea monthlr) -__ - war($): then 

e r o y  . .  

0 ocher lspecHvl 

. .  0 Trenber to local holding area; hold p r l s ) :  than 

~. 
yeari8);then .~ ~ ~ . 

.. 0 Tnnsfer to Stam.R&rds Cmter; hold , ' .~ 

~. 
0 Tmnrfer to St& Archiws for wnnenent retention. 

Them instructions wlv to dl pior and future accumulations of the uries. 

2 
hate Remrds Committee /Sisnature/ Date 

Iacommend.tW in magraph 
2 Ua epprobd. 
I f d h . p p r O W d , ~ * f ( . r  
pf8rrphnatian.l 

I 



I. __.-I---- ~ - -~I_--- ~-- _---_.-I___ 

Cut o f €  f i l e  a t  the end o f  each c a l e n d a r  

year ;  t r a n s f e r  t o  l o c a l  h o l d i n g  a r e a ,  

78-263 
1 '- - Georgia R e t a r d a t i Q n  C e n t e r  Operq t ipn  

aerv isor  RepoTt s  year ;  h o l d  i n  c u r r e n t  f i l e  area  one 
Documents r e l a t i n g  to Center o p e r a t i o n s  
r e p o r t s  f r o m  Opera t ion  S u p e r v i s o r .  h o l d  f o u r  years ;  then d e s t r o y .  

I n c l u d e d  a r e  r e p o r t s  r e l a t i n g  t o  house- 
k e e p i n g ,  S a n i t a t i o n ,  s a f e t y  records and 
s i m i l a r  or  related areas. 

F i l e s  may be arranged b y  o p e r a t i o n  name 
or  b y  d a t e  o f  report. 

78- 2LV 
Georgia R e t a r d a t i o n  Center M i s c e l l a n e o u s  
U n i  t Informa tion Fils. 
Documents r e l a t i n g  to the ongoing p r o c e s s  
o f  U n i t  opera ti 0x1s. 

I n c l u d e d  b u t  not l i m i t e d  t o  a r e  memos and 
correspondence r e l a t i n g  to u n i t  o p e r a t i o n s ,  
directives, record o f  d e c i s i o n s ,  comunica- '  
tions a m n g  U n i t s ,  D i s c i p l i n e  Sections and 
Deputy Director's O f f i c e  and s i m i l a r  or 
r e l a t e d  informa tion. 

Files are arranged a l p h a b e t i c a l l y  b y  
s u b j e c t  or b y  d a t e  o f  document. 

Cu t  o f f  f i l e  a t  the end o f  each f i s c a l  
year ;  hold i n  c u r r e n t  f i l e  s r e a  t w o  
y e a r s ;  t r a n s f e r  t o  S t a t e  Records Center, 
hold three y e a r s ;  then d e s t r o y .  

Georgia R e t a r d a t i o n  _- Center Program 
Adminis trat ion F i l e s  year ;  h o l d  i n  c u r r e n t  f i l e  area two 
Documents r e l a t i n g  t o  the ongoing adminis-  
t r a t i o n  o f  s t u d e n t  c a r e  and u n i t  o p e r a t i o n s .  a r e a ,  hold f ive  y e a r s ;  then t r a n s f e r  

Inc luded  a r e  memos and correspondence re- , y e a r s ,  then d e s t r o y .  
l a t i n g  to the a d m i n i s t r d t i o n  of the Center, 
directives and communications and s i m i l a r  
or r e l a t e d  documents.  

F i l e s  a r e  arranged a l p h a b e t i c a l l y  b y  
s u b j e c t  matter or b y  d a t e .  

Cu t  o f f  f i l e  a t  the end of e a c h  f i s c a l  

y e a r s ;  then t r a n s f e r  t o - l o c a l  h o l d i n g  

t o  S ta te  Records Center, h o l d  f i ve  

.I. 

78-2pb 
Speech a n  
Documents r e l a t i n g  t o  Speech and Hearing 

Hearing P a t i e n t  Case Files 

e v a l u a t i o n  o f  p a t i e n t s  and recommendations 
for  t r e a t m e n t .  

I n c l u d e d  a r e  word l i s ts ,  discrimination 
sheets, spondec l i s t ,  s c r e e n i n g s ,  behavior 
observat ion-audio-metry ,  p h y s i c i a n ' s  r e p 1  y 
a u d i o l o g y ,  c u m u l a t i v e  tympanic measurements,  
h e a r  tone and s p e e c h  c u m u l a t i v e  record, 
e v a l u a t i o n  s c h e d u l e ,  h e a r i n g  summary, 

u a t i o n ,  impedence e v a l u a t i o n ,  a u d i o m e t r i c  
screening/normal  abnormal r e s u l t s .  

/ aud iome t ry ,  T IP  s c o r i n g ,  a( tdiologica1 eval- 

When p a t i e n t  i s  d i s m i s s &  or  d i e s  p l a c e  
a l l  p a p e r s  i n  the i n a c t i v e  f i l e ;  c u t  
o f f  the i n a c t i v e  f i l e  a t  the end o f  e a c h  
c a l e n d a r  year ;  h o l d  i n  c u r r e n t  f i l e  
area  2 y e a r s ;  + r a n s f e r  t o  l o c a l  h o l d i n g  
a r e a ,  h o l d  f i ve  y e a r s ;  t r a n s f e r  t o  
S t a t e  Records Center, ho ld  28 y e a r s ,  
then d e s t r o y .  

F i l e s  are arranged a l p h a b e t i c a l l y  b y  p a t i e n t ' s  
name or n u m e r i c a l l y  b y  patient number. 



Nursing - Patient Condition R e p o r t  P i l e s  
Documents r e f l e c t i n g  nursing reports of 
p a t i e n t s .  then destroy- 

Included but not l imi t ed  to are intake-output 
record, f l u i d  in take  record, B.M. record, 
s l e e p  record, nurovascular assesment reoord, 
student nursing history, nursing assesment 
tools, and similar or re la t ed  inforimtion. 

Cut off file a t  the end of each mnth;  
hold i n  current f i les area 3 months; 

. F i l e s  may be arranged by date or by patient 
i d e n t i f i e r .  
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